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Se�ng User Preferences 

1. The new CIR Reports Home Page is the default se�ng, and you see this page first when you click 

the REPORTS op$on from the CIR Home Page.  The Reports Home Page displays quadrants of  

informa$on reflec$ng how you use CIR. 

You can customize how you use CIR so that the reports, reference manuals, and other items that you use 

most frequently appear together.  Se�ng your CIR User Preferences allows you to specify which folder 

within the reports interface to use as your star$ng loca$on and also to turn on the ability to reformat 

standard reports. 

The CIR reports so+ware (Business Objects 4.1) offers many preferences, but only a few of them apply to 

your work with CIR.  Be sure to refer to the user manual Business Objects General Help for more infor-

ma$on about se�ng preferences. 

2. Click  Preferences in the 

header to see the default 

se�ngs. 
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You can set your Preferences based on how you work with CIR. 

To navigate to My Favorites first: 

To navigate to a par�cular folder of reports first. 

Uncheck Use Default Se�ngs 

Check Documents tab 

My Documents 

My Favorites 

Then click Save and Close 

Now when you click the REPORTS op$on on the CIR 

Home Page, your My Favorites folder will open first 

instead of the Reports Home Page with quadrants. 

To be able to modify standard report formats. 

Now when you click the REPORTS op$on 

on the CIR Home Page, the subfolder of 

Voucher Reports  will open first instead of 

the Reports Home Page with quadrants. 


